Part II: Test Administration Training

Part I: Test Administration Training




Accessing PearsonAccess
Resources in PearsonAccess

PearsonAccess Functionality

— Administrative Management

— Student Data

— Test Setup

— Test Management and test results

Training Center
Additional Resources




How Do | Access PearsonAccess?

The PARCC PearsonAccess website may be accessed at
http://PARCC.Pearson.com

P CC Partnership for Assessment of
Readiness for College and Careers

Home Support Training Center

SIGN IN TO YOUR ACCOUNT

Sign in to access district and school
services.

Partnership for Assessment of 7
Readiness for College and Careers

CONTACT US

Call Center
1-888-493-9888
Monday - Friday

Password: 8:00 am - 6:00 pm (ET)

FsonAccess, serves as E-mail
kenices used by school PARCEGsHpuOIL CAEonConE

Unlock User? Reset your password? ARCC consortium m
Need help signing in? Forgot your User ID?
SIGN IN CANCEL




Your Account | Administrative Management | Support | Logout

ome Organizations

Student Data Test Setup

Test Management Test Results

Current organizationj PARCC SAMPLE PUBLIC DISTRICT (IA993258) chsnge organizstior

Welcome, Sample
Coordinator

PearsonAccess

Welcome to the state’s gateway to services designed to help you register
students for testing, order testing materials, and analyze test results.

View Organizations
« View Organizations

Send Student Data
* Send studentfiles to
the system
» Check for problems
with sentfiles

Student Data Information

Filter and sort
students

View total student
counts

Change student data
Create rostered
classes

Enter Administration
Details
* Submit
supplemental test
administration
information

Manage Participation
Counts
« Enter student counts
to order test
materials

Order Additional
Materials and Tracking
* Order additional

materials

* Track orders and

Register Students

* Assign students to
paper & online tests

« Update student
demographic data
before testing

* View student counts
by administration

Manage Test Sessions
* View online test
sessions
« Add registered
students to atest

View Published Reports
 View, download and
print access to daily
published reports
and extracts by
organization

Home > Change Organization

Change Organization

4 Return to Home

V»ew By: () Districts @) Schools

Show Search | X[ _Clear All Filters

ganization

OLT SCHOOL
PARCC SAMPLE Public School

FCARKJOUN

1AS9325800001

PARCC SAMPLE PUBLIC DISTRICT
PARCC SAMPLE PUBLIC DISTRICT

Results: 1 to 2 of 2

Results: 1to 2 of 2

[

-




Resources

Your Account | Administrative Management I Suggortl Logout

Home

Organizations

Student Data Test Setup

Test Management

Test Results

Help

Support

The Support screen provides a
range of system support materials,
including frequently asked
questions (FAQs) about different
functions, how to contact Pearson
if you have a question, and various
downloadable resources, such as
product manuals, templates, and
tutorials.

Home = Support

Support

4 Return to Home

Resources

Resource Categories
Technology Information
Manuals and Documents
Training h
Templates

Practice Test

Top Resources

CONTACT US

Call Center
1-888-493-9888

Monday - Friday

6:00 am - 8:00 pm (CST)
E-mail

PARCH Ul L n.com
RELATED LINKS

About PARCC

System Check Tool

FAQ Categories
Getting Started

Training

Key FAQs

Q Editing Organizational Data
Changing Organizations
Login/Legout
Tracking Orders

Sending Student Data Files

Q Entering Participation Counts




Training

The Training section helps you locate tutorials, manuals, documents, etc.

Resources

4 Return to Support

[ Technology Information " Manuals and Documents " Templates ]W

:TQ Training
' Results: 1-80f 8

¥ Document Name ¥ Publication Date

"‘E PARCC Item Tryout Site Readiness Training 05/31/2013

L PARCC Item Tryout Test Administrator Training 05/31/13
::;4 Click this link to launch the module: Intreduction -

:'.',.4 Click this link to launch the module: Organizations Overview

::',4 Click this link to launch the module: Student Data Management Overview

:';a Click this link to launch the module: Setting Up Online Testing Environment (TestNav 7.x)

:':4 Click this link to launch the module: Test Setup Overview

:';c Click this link to launch the module: Test Management Overview

Results: 1-8 of 8
Page 1




PearsonAccess Tabs

Test Administration Tasks PearsonAccess Tabs

eManage staff user accounts Administrative Management

eReview organization contacts Organizations

*Send student data files
eFilter and sort students Student Data
eAdd, delete, or change student data

eOrder additional materials and track shipments
eConfigure TestNav

Test Setup

eRegister students
eManage test sessions

Test Management

eView extracted reports Test Results




Administrative Management




User Roles and Permissions

User accounts must be created before personnel can login to PearsonAccess; the
user’s role will determine the functionality they can access.

» Roles
Check All

[F1LEA/District Test Coordinator [F]School/Institution Test Coordinator [T]Test Administrator
[ Technology Coordinator

LEA/District Test
Coordinator
Institution Test
Coordinator
School/ Institution
Test Coordinator
Test Administrator

Organization

Role
Non-Schoolf

Administrative Management

Send User Account File

Search/View User Account




View and Create Individual User
Accounts

Authorized district and school personnel will be able to view and create staff user
accounts within PearsonAccess manually or by submitting a file.

Your Account || Administrative Management|| Support | Logout
Home Organizations Student Data Test Setup Test Management Test Results

Home > Administrative Management

Administrative Management

4 Return to Home

Help <0

Administrative
Management

Many program-level administrative
functions are accessed from m‘
Administrative Management, such J A Send User Account File
as organizations, user accounts
and roles, reports, and system
status.

Note: You see only those




View User Accounts

View User Accounts lets authorized personnel view and update existing accounts,
as well as create new accounts manually.

Current organization: PARCC SAMPLE PUBLIC DISTRICT change organizstion

Home > Administrative Management = View User Accounts

View User Accounts
4 Return to Administrative Management

@ New User || @& Mark User Asv Q Reset Password | Export to Excel |

Results: 1-9 of 9

=rs S Locked
¥ Roles ¥ Organizations ¥ Status M Deleted?

8 Y
MUuc_.ID £3 Unlocked nail Address
Not Deleted

coordinator Deleted hail@fakeisp.org LEA/District Test  PARCC Unlocked
Coordinator SAMPLE

s PUBLIC
ty DISTRICT




Manually Create a New User Account

A user’s role and organization will determine the functionality they can access.

Home > Administrative Management > View User Accounts > New User Account

New User Account

4 Return to View User Accounts

» Required

Demographic Information
b User ID: Start Date:

b First Name: End Date:
Middle Name:
b Last Name: » E-mail Address:

User Locked:

» Roles
|| Check All

|| LEA/District Test Coordinator []School/Institution Test Coordinator [T]Test Administrator
|| Technology Coordinator

» Organizations

B [JIEST2

- [] ASCHOOLWE




Send User Account File

User Accounts can also be created or maintained by submitting a user account
file; this is especially helpful when working with accounts in bulk.

Home = Administrative Management

Help << o )
Administrative Administrative Management

Management 4 Return to Home

functions are accessed from 4

& View User Accounts

Administfati\./e Management, such ‘s [ Send User Account Fik]
as organizations, user accounts g

and roles, reports, and system
status. \

od

Note: You see only those




User Account File

By using the Export to Excel button on the View User Accounts page, a template is
created for submitting a User Account file.

Current organization: PARCC SAMPLE PUBLIC DISTRICT (IA993258) change orgsnization
Home > Administrative Management = View User Accounts

View User Accounts

4 Return to Administrative Management

@ New User | @& Mark User Asv | Q Reset
0 Users Selected

M UserlD ¥ Name

Password | Export to Excel |

Results: 1-8 of 8

¥ Organizations W Status W™ Deleted?

Not Deleted

™ E-mail Address ¥ Roles

PA CAT EP Dogra Examiner / | PARCC SAMPLE  Unlocked
View Account Exam, Proctor PUBLIC
Activity Pranshu DISTRICT
(1A993258)




User Account File fields

The User Account File template, and some important fields.

A | | ¢ | D . e | F | G Hl o | s | ok ||
Action UserId First Name Mlddle Name Last Name Email Authorized Organizations Roles Locked Start Date End Date Deleted

\\ \\/

Va“d V8|U95 ar Colon-delimit |eld Multip roles must
C (create) b delimited (i.e., separ te with a colon.
U (update) © ( P

Contains the User ID. Must be unique. Valid values a
If the User ID entered to create a new |\y/glid values are:
account is already taken, an error TRUE

message will be received upon upload| pa| S ‘mm

Optional field. Thig

of the file complet AN @ccount marked as deleted “TRUE" month

cannot be accessed by the user. Because flay

(the account is only marked as deleted, you |t year

can revive the account by populating the pour (24-hour clock)
Deleted field with “FALSE” (not deleted). minute.

For example, if a start date is March 31,
2011, at 5:00 pm (CT), it should be entered
into this field as 3/31/2011 17:00.




Send User Account File

Submit your file for processing at Administrative Management > Send User
Account File.

Home > Administrative Management > Send User Account File

Send User Account File
4 Return to Administrative Management

Send User Account File File Status Notification

| View File Details

File: PARCC User File Upload.csv download file
Size: 0.3 Kb

Sent By: Sample Coordinator

Sent Date:  08/29/2013 11:13 AM

Status: Data Problems in file

Results: 1-1 of 1

Records Data Problems

F1 Failed accounts

Line 2 End date (2/32/2014 12:30:00 PM) does not conform to required format (M/d/yyyy H:mm)
Results: 1-1 of 1




Agent Authorizations

* PARCC Customer Support agents may:
— Reset passwords
— Unlock accounts for LEA/District Test Coordinator accounts

— Update email addresses for LEA/District Test Coordinator
accounts

* Agents may not:
— Create accounts

— Lock/unlock accounts for non-LEA/District Test Coordinator
accounts

— Update email addresses for non-LEA/District Test Coordinator
accounts

— Delete/undelete accounts




Customer Support Requests

Customer Support Requests allow authorized staff to securely communicate with
Pearson.

Customer Support Requests

4 Return to Administrative IManagement

@ New Request | ¢ Delete

Results:1-20f 2 | Display 25 +

»— Hide Search

Requester Name E-mail Address

User D Status ‘ Al

Organization ID . Category (Al

Organization Name Submitted Date

Admin ID Updated Date

Request ID

Show All Requests

W Requester Name W UserID W Organization ¥ AdminID W RequestID W E-mail Address W Status ¥ Submitted w ¥ Updated

Coordinator,Sample ' snugsa02 | PARCC Dept of snuggsll 100000000040 Additional Ordering Materials 01/30/2014 1:25 | 01/30/2014
Education - PC Information Needed PM 1:26 PM

Coordinator,.Sample ' snugsa02 | PARCC Dept of snuggsil 100000000021 Closed Submitting Student 01/30/2014 1:23 | 01/30/2014
Education - PC Data Files PM 1:26 PM

Results: 1-2 of 2 | Display 25 «

@9 Test Session Summary
| view Test Progress

Save and Send Notification I | Cancel |




Student Data




Student Data

Student Data refers to student demographic data and other testing-specific
information about individual students.

Your Account | Administrative Management | Support | Logout
Organizations Student Data Test Setup Test Management Test Results

Overview Send StudentData Student Data Information

Current organization: PARCC Dept of Education chsnge orgsnization

Home > Student Data Overview
Help «<@Q

Student Data Student Data Overview
4 Return to Home

Student data refers to student
demographic data and other Task

test-related information about o Send Student Data
individual students. Student data « Send student files to the system
must be uploaded or entered into =

the system before students can be

registered for atest orreceive a
pre-ID student label. wa¥& Student Data Information

e Check for problems with sent files

You can send student data files O TLPITIRLILII S

from your student information * View total student counts
system to the database at anytime « Change student data
during the test registration window.




Send Student Data — Resources

Resources for creating a student data upload (SDU) file can be located on the
Support > Resources > Templates page.

Heome > Suppert = Resources

Resources

PARCC

PRMership for Assessmant of
Feadhess for Colens and Camers

PARCC Spring 2014 Field Test

Student Data Upload (SDU) File Field Definitions

Note: The header row must be deleted before uploading the file to PearsonAccess.

¥ Student Data Upload (SDU) File Layout IZ7I57 2015
=1

/= Student Data Upload (SDU) Field Definitions 01/24/2014

/< User Roles and Permissions Matrix 12/17/2013
User File Layout 12/17/2013
")';‘ User File Field Definitions 12/17/2013

% Testcodes for PBA and EOY 01/27/2014
Results: 1-8 of 8




Send Student Data

Submitting an SDU file to mass upload students for testing is the most common
way students are registered.

Home > Student Data > Send Student Data
<0

Help
Crnsel Chiselnsd Nad

Send Sty
send stuge| Status of your file upload is shown below:

to upload yq
into the syst

Submitter: Sample Coordinator
studentdaty Organization: IA993258

creating pre

for paperte
students fo] Status: Problems

testing. File Name: PARCC SDU test.csv
submita s{ Sent Date: 08/30/2013 10:51 AM
Tosuomital] Completion Date: 08/30/2013 10:51 AM

locate the fil

22::,?,:::;: 1 of 2 records (50% of the file) had data problems.

menu, and {
Note: stude| INext Steps: Correct the problems in the file and send the entire file again. 1 record of 2 (50%) of the file were placed

varybytesty into the Assessment System.
can find tenf

Resources

1 of 2 records (50% of the file) had data problems. Problems are encountered when the content of vour file does not

Upload Stal ) atch the specified file format or data in the file is incorrect.

Return to th
Submission

hourstochd RECORDS DATA PROBLEMS

status of yo

invalid organization code




Send Student Data - Status

Once an SDU is submitted, PearsonAccess provides detailed status updates, along
with applicable error information.

Home > Student Data » Send Student Data
Help <0

S o Céipd ¢ Naéa A send_&.udgnt Data

-e

i View File Details

File: PARCC SDU test2.csv downleoad file
Size: 0.1 Kb
Sent By: Sample Coordinator

Test PARCC 2013 Item Tryout
Administration

Sent Date: 08/30/2013 10:57 AM
Status: Data Problems in file

Message: 1 of 1 record (100% of the file) had data problems. Problems are encountered when the content of your file does not match the
specified file format or data in the file is incorrect.

Export errors to Excel |

Results: 1-1 of 1

Records Data Problems

FL1 value is not in the set of values

IA9.87654E+11 The Student Identifier field contains a value that is not in the following set of values 0-3,A-Z (Upper only),No
embedded spaces.

Results: 1-1 of 1




Student Data Information

Student Data Information allows you to search for students, add or delete
students, update enrollment, and view reports.

Current organization: TEST2 change orgsnization
Home > Student Data > Student Data Information

Student Data Information

4 Return to Student Data

View By: (7) Schools @) Students

search: @ Current Organization Only () Unenrolled Students
= Hide Search | X[ _Clear Al Filters 0 Students Selected

Name

Results: 0 to 0 of at least 100

starts with |35t name, first name

PA Unique ID starts with

Student Identifier starts with

School starts with

School Code starts with

[T]Show All Students

Search

FE] New Student |

X Delete | a Add Enrollment | 40 Reportsy | 715 Request Student File

¥ Name ¥ PA Unique ID ¥ Student Identifier ™ School Code

Search Required

Results: 0 to 0 of at least 100




Student Data Information — Search
Results

After executing a search, selecting an individual student provides the Student
Details with the student record and enroliments.

Home > Student Data > Student Data Information

Student Data Information

4 Return to Student Data

View By: (7) Schools @) Students

search: @ Current Organization Only () Unenrolled Students
X{ _Clear All Filters

Name starts with |5¢¢

0 Students Selected Results: 1 to 2 of 2

PA Unique ID starts with

Student Identifier starts with

{Student Details

4 Return to Student Data Information

[ Student Details } Enroliments
Student Master Record

| Edit | | change History | [ Go back to Student List

Student Identifier: 090909090
Last Name: LASTNAMESAMPLE

First Name: FIRSTNAMESAMPLE

Middle Name:

Student State: X




Enrollments

The Enrollments tab shows current enrollment for a student, and allows you to
manually update enrollment as needed.

Home > Student Data > Student Data Informaticn > Student Details

Student Details

4 Return to Student Data Information

|_student Details || Enroliments |

LAST NAME BA, FIRST NAME BA
PA Unique ID: 000000002
Student ID: IAMMT1111111111111111

0 Entities Selected Results: 1to 1 of 1

m Add Enrollment | a Remove Enrollment

Organization Code

PARCC SAMPLE Public School 1A99325800001 Schools
Results: 1to 1 of 1




Adding a New Student

1
Current organization: TEST2 change orgsnization

Current organization: TEST2 change organizstion

Current organization: TEST2 change orgsnization

Current organization: TEST2 change organization
Home > Student Data > Student Data Information > New Student

New Student

4 Return to Student Data Information

1 2 3

Student Details Test Registration Details Registration Classes Assigned Tests Q Student added to classes.

Step 4: Select Assigned Tests [exit |
Student Name: LASTNAMESAMPLEC, FIRSTNAMESAMPLEC

Organization: ASCHOOLWE

Test Administration: PARCC Field Test 2014 - PBA

1 Entities Selected Results: 1 to 42 of 42

¥ Name ¥ Class ¥ Organization Test Details

Grade 3 Mathematics PARCC SAMPLE ASCHOOLWE
Grade 4 Mathematics PARCC SAMPLE ASCHOOLWE

Grade 5 Mathematics PARCC SAMPLE ASCHOOLWE ) Test Format: MB

<select>

Online
Grade 6 Mathematics PARCC SAMPLE ASCHOOLWE

Grade 7 Mathematics PARCC SAMPLE ASCHOOLWE

When adding new students, remember:
M 1) Students are enrolled to a school. M 3) Students are assigned to a registration class.

M 2) Students are registered for a test administration M 4) Students are assigned to a test.
27




Enrollment Changes Report

The Enrollment Changes report shows students who have changed enrollments
within your organization.

Home > Student Data > Student Data Information
Student Data Information
4 Return to Student Data

Viey
Seq

[Student Data Reports

4 Return to Student Data Information

S - S N P Y W Sy Y

Home > Student Data > Student Data Infermation > Student Data Reports

_E ‘ Enrollment Changes

P Transferred: inthe last « 30 days

v

» - Required

Results: 1 to 2 of 2

¥ Name ¥ PAUniqueID ¥ StudentID ¥ School DOB Gender Enrollment Date

LAST NAME ZZ, FIRST NAME ZZ 500000101 IAS87654321 PARCC SAMPLE Public 2013-08-30

School 10:45:21
1A224093 PARCC SAMPLE Public 2013-08-19
School 13:39:57

Results: 1 to 2 of 2

LASTNAMESAMPLE, 000000081
FIRSTNAMESAMPLE




Test Setup




Test Setup

Test Setup activities help you to prepare for both paper and online testing.

Organizations Student Data Test Setup Test Management Test Results

Overview Enter Administration Details Order Additional Materials and Tracking Manage Paricipation Counts Configure TestNav

Current organization: TEST2 change organization

Home > Test Setup Overview

Test Setup Overview

4 Return to Home
PARCC Field Test 2014 N Select Adlﬁnistraﬁo'“ | Save | | Cancel I | Save and Make Default I

Resuitsi 1-303 M
et

* Submisupplemen) | @) | PARCC Field Test 2014 - PBA

@ | PARCC Field Test 2014 - EOY

- Order Additions
i ] « Order addmona.j @ | PARCC 2013 Item Tryout

« Track orders and Results:1-30of 3

= Manage Partici
‘ | Save | | Cancel | | Save and Make Default

« Enter student cou

!5* o, Configure TestNav
i?

« Manage proctor caching and TestNav client settings




Order Additional Materials

Use Order Additional Materials and Tracking to order additional paper materials
than originally provided in your initial distribution.

* Orders can be submitted by users with the following roles:
— LEA/District Test Coordinator
— Non-School/Institution Test Coordinator
— School/Institution Test Coordinator.

* Ordering additional materials is a three-step process.

— Verify the shipping information is correct. If it is not correct, contact your
State Field Test Contact.

Enter a quantity in the Quantity column for each type of material that you
want to order.

Review the order, and then click Save to complete the ordering process.




Order Additional Materials

Review orders carefully; quantities should take into account if materials are
packaged singly or in packs of 5 or more.

Current organization: TEST2 change orgsnization

Home > Test Setup > Order Additional Materials and Tracking

Order Additional Materials and Tracking

4 Return to Test Setup

PARCC Field Test 2014 - PBA change
Select Test Administration Materials [ <Back | | Hext> | [ Cancel |

& _Show Search 0 Test Administration Materials Selected ghow selected Results: 1 - 23 of 23

¥ Test Administration Material

ANS DOC, PKS ANSWER
DOCUMENTS-
PACKS OF 5

SEC T8, PKS TEST BO0KS IN
PACKS OF 5

SEC T8, SNG TEST BOOKS -
SINGLES




Shipment Tracking

Order Additional Materials and Tracking is also used to check on the status of
existing orders and track order shipments.

Current organization: TEST2 change orgsnization

Home > Test Setup = Order Additional Materials and Tracking

Order Additional Materials and Tracking

4 Return to Test Setup

PARCC Field Test 2014 - PBA chance

View By: © Orders from Pearson (©) Shipments to Pearson

m Order Additional Materials | X Delete | 4 Reportsy

/= _Show Search Results: 1 to 3 of 3

[l ¥ Order ¥ Sales Order Number ¥ Status ¥ Organization ¥ Organization Code ¥ Submission Date . ¥ Approval Date ¥ Delivery Date ¥ Confirmation

Test Administration Materials (852222) | 3752339/1 Delivered TEST2 TX-000003 06/14/2013 06/17/2013
Test Administration Materials (952223) 3752339/2 Delivered ASCHOOLWE | TX-000003-456632 @ 06/14/2013 06/17/2013
Additional Crder (956243) 956243/956243 Delivered TEST2 TX-000003 06/17/2013 06/17/2013 06/18/2013

Results:1to 30f 3




Shipment Tracking - Reports

Multiple order and shipment reports are available for review by selecting Reports.

Current organization: TEST2 change orgsnization

Home > Test Setup = Order Additional Materials and Tracking

Order Additional Materials and Tracking

4 Return to Test Setup

PARCC Field Test 2014 - PBA change

© Orders from Pearson ) Shipments to Pearson
t W Reportsvy

= _Show Sear Additional Order Material Summary Results: None Found
- Summary of material quantities
ordered s ™ Organization ™ Organization Code ¥ Submission Date & ™ Approval Date ™ Delivery Date ™ Confirmation
Additional Order Detail
Detsils of materials ordered by No records were found
each orgsnization

[% Total Material Summary
Summary of all material
guantities

Total Order Detail
Detsils of all materials for each
organization

[Y Security Checkiist
Summary of materisl seris|
numbers

Security Checklist Download
Summary of material serial
numbers

Security Checklist Detail
Detailed list of material serial
numbers

[% _shipment Problem Detail
Detasils of all shipment
problems

Results: None Found




Test Management




Test Management

The primary test management activities are registering students and managing
test sessions.

Your Account | Administrative Management | Support | Logout

Organizations Student Data Test Setup Test Management Test Results

Overview Register Students Manage TestSessions Resolve Student Test Alerts

Current organization: TEST2 change organizati

Home > Test Management Overview

Test Management Overview

4 Return to Home

PARCC Field Test 2014 - EOY[Grance

Task

S Register Students
> 08 « Assign students to paper & online tests

« Update student demographic data before testing
» View student counts by administration

K\;«*\' o Manage Test Sessions

B

;‘\ * View online test sessions
« Add registered students to a test session
« Proctor test sessions

~__# Resolve Student Test Alerts

« Examine and resolve issues with completed tests

Register Students allows you to manually assign students to paper & online tests,
update student demographic data before testing, and view student counts by

administration.
Managing Test Sessions is one of the main activities for computer-based testing.




Register Students — Manual Registration

Students are typically registered via an SDU file, but can be registered manually.

Current organization: TEST2 change organization

Home > Test Management > Register Students

Register Students
4 Return to Test Management

P RO Ml Tani AN A [l e\ V4
Home > Test Management > Register Students > Registered Students

Registered Students

4 Return to Register Students

- PARCC Field Test 2014 - EQY change

[ Registered Students Record || Assigned Groups || Assigned Tests

Register Student | l Cancel | ‘

Student Registration Record

LASTNAME SAMPLE, FIRSTNAMESAMPLE » - Required

PA Unique ID: 100000041
Student Identifier: 090909090

» Registered for this Test Administration at:
[[] ASCHOOLWE (TX-000003-456632)

» Grade Level When Assessed:

Birthdate (YYYY-MM-DD):

b Sex:




Register Students — Manual Steps

After manually registering a student, a registration class and test(s) need to be

added.

Current organization: TEST2 change orgsnizstion

PAR

Home > Test Management > Register Students
g Oyl npade~

Current organization: TEST2 change orgsnization

o

Home > Test Management > Reqister Students > Registered Students

-y o bl Fy

o

Current organization: TEST2 change orgsnization

PAFR
LR

Home > Test Management > Reqister Students > Registered Students

Registered Students

4 Return to Register Students

PARCC Field Test 2014 - EOY change

 Regstered s a | Assianed Groups | A

Unassigned Tests

LASTNAMESAMPLE, FIRSTNAMESAMPLE
Student Identifier: 090909090

¥ HName

Grade 3 Mathematics
Grade 4 Mathematics
Grade 5 Mathematics
Grade 6 Mathematics
Grade 7 Mathematics
Grade 8 Mathematics
Algebra I

Algebra II

¥ Class

SMITH CLASS A
SMITH CLASS A
SMITH CLASS A
SMITH CLASS A
SMITH CLASS A
SMITH CLASS A
SMITH CLASS A
SMITH CLASS A

Results: 1 to 20 of 42

¥ Organization

ASCHOOLWE
ASCHOOLWE
ASCHOOLWE
ASCHOOLWE
ASCHOOLWE
ASCHOOLWE
ASCHOOLWE
ASCHOOLWE




Register Students — Reports

Register Students also allows you to run reports to help you manage student
registrations.

Current organization: TEST2 (TX-000003) change organizstio
Home > Test Management > Register Students

Register Students

4 Return to Test Management

PARCC Field Test 2014 - PBA chance

View By: () Classes (@) Registered Students () Unregistered Students
search: @ Current Organization Only

X{( _Clear Al Filters

Name

0 Students Selected Results: 1to 1 of 1

starts with ‘ last name, first name
Student Identifier starts with ‘

School starts with ‘

School Code starts with ‘

[¥]Show All Students

M. Student igentmer

™ School Code
[[]  LASTNAMESAMPLEC, FIRSTNAMESAMPLEC

050509092

ASCHOOLWE TX-000003-456632

attempts, ana students WIth Talled test attempts.

— The report includes only schools that are participating in the selected test
administration.




Register Students — View/Update/
Remove Registrations

From the Register Students screen, you can also view, update, or remove
registrations.

Current organization: TEST2 change organization
Home > Test Management > Register Students
R . N o F S | 'y
1 Re]

Current organization: TEST2 change organization
PAF Home > Test Management > Register Students > Registered Students

Registered Students

4 Return to Register Students

PARCC Field Test 2014 - EQY change

Sear|

Registered Students Record || Assigned Groups || Assigned Tests |

Student Registration Record

[eci | change istory |

LASTNAMESAMPLE, FIRSTNAMESAMPLE
PA Unique ID: 100000041
Student Identifier: 090909090

Registered for this Test Administration at:
[7] ASCHOOLWE (TX-000003-456632)

Grade Level When Assessed: 10 - Tenth grade

Birthdate (YYYY-MM-DD): 1997-01-01

Sex: Female




Manage Test Sessions

Most activities associated with computer-based test sessions will be performed
on Manage Test Sessions.

Current organization: TEST2 change organization

Home > Test Management > Manage Test Sessions

Manage Test Sessions

4 Return to Test Management
PARCC Field Test 2014 - PBA change
View By: @) Test Sessions (7) Students

X _Clear Al Filters 0 Selected Test Sessions Results: 0-0 of 0

m New Session | XDelete | 'f: Currently Scheduled Sessions 4 Students not assigned to session 4/ Session List Download

[l ™ Session Name & M Status M Start Date Students Test Location

There are no sessions to display.

To view or edit an existing session, click on the session name.

To create a new session, click New Session.

To delete a session, place a check mark next to the session name and then click Delete.

To view details about currently scheduled test sessions, click Currently Scheduled Sessions.

To view a CSV file with students registered to test but not in a session, click Students not
assigned to session.

To download the session list as a CSV file, click Session List Download.




Create Test Sessions

Before students can take a computer-based test, test sessions must be created.

Click the New Session button.

Enter a session name and select a school.

Enter the remaining session details. Required fields are designated with a red arrow.
If applicable, select “No” from the Read Aloud by Test Examiner drop-down menu.

For administrations in which there is only one form, “Main” must be selected from the
Form Group Type drop-down menu.

If applicable, a proctor caching computer should be selected from the Proctor Caching
Computer drop-down menu.

Provide a Scheduled Start Date; this is for planning purposes only, as sessions will only
start once they have been started by the Test Administrator.

To grant school-level users the ability to assign district-level proctor caching computers
to test sessions, select the “Include caching computers defined for the District”
checkbox.

You may add students now, or you can add students later.

Click the Save button after completing all session details.



Session Details

The Session Details screen allows you to manage the details of each test session.

* In the Session Details screen, you can:
— start and stop a test session,
— print Student Authorizations and/or seal codes,
— print Proctor Authorizations (for Read Aloud administrations),
proctor cache test content,
print a session roster,
update TestNav configurations,
monitor individual student’s tests,
resume a student’s test,
mark a test complete, and
add/remove/move students.




Proctor Caching Test Content

Proctor caching refers to downloading encrypted test content from the Pearson
testing server to a secure local computer prior to starting a test session.

Eome > Test Management > Manage Test Sessions > Session Details

ssion Details

4 Return to Manage Test Sessions

) Start | | ] Authorizations v | Proctor Caching **: Session Roster
4 A

Test Session Details

* Proctor caching is completed at the session level, on the Session Details screen.

— The Proctor Caching button will be disabled and you will not be able to cache the test
content for the test session if you do not have access to proctor caching or if you are not
within the proctor caching window.

* Proctor caching is available up to one week before an administration; districts will
receive notification when it is available.




Student and Proctor Authorizations

Student and Proctor authorizations are needed to perform certain functions at
the session level.

Home > Test Management > Manage Test Sessions > Session Details

Session Details

4 Return to Manage Test Sessions

p Start | |_]Authorizations v |l @9 Proctor Caching | | 73 Session Roster

__| _Student Authorizations v
% Proctor Authorizations

3| _Seal Codes

Each student must have an authorization in order to log in to a test.
Proctor authorizations (log in for test administrator) are only for Read Aloud
Administrations.

Authorizations contain:
— the URL to access tests through the browser-based TestNav,
— aunique login ID, and
— the test code needed to log in.




Authorizations - Seal Codes

Seal codes are the electronic equivalents of the adhesive tabs that are used to
seal sections of paper test booklets.

Home > Test Management > Manage Test Sessions > Session Details

Session Details

4 Return to Manage Test Sessions

p Start | | ]Authorizations v || @ Proctor Caching | *) Session Roster

__| _Student Authorizations v
7;: Proctor Authorizations

7. Seal Codes

There will be one set of seal codes assigned to each test session.

Before students in a test session can go to the next sealed section of an electronic
test, they must enter the appropriate four-digit seal code.

Seal codes for a specific test session are listed on the seal codes document.




Starting Test Sessions

A test session must be started before students can begin testing.

Home > Test Management > Manage Test Sessions > Session Details

Session Details
4 Return to Manage Test Sessions

) Start | || Authorizations v | @5 Proctor Caching | %) Session Roster
1=

Scheduling a date and time for a new test session is intended primarily for
planning purposes.

A test session will not start until you click the Start button on the Session Details
screen, regardless of the scheduled start date and time.

NOTE: If you do not have access to start a test session, the Start button will be
disabled and you will not be able to start the test session. Users with Organization and
Technology Coordinator Roles only do not have access to start or stop sessions.




Monitoring Test Sessions

The table below gives an explanation of the possible statuses for students as they
test.

I

Ready The student has not yet started the test.

Active The student has logged in and started the test.

Exited The student has exited TestNav but has not submitted test responses, e.g. took a
break. (Student must be resumed by a test administrator to continue testing.)

Resumed The student has been authorized by a test administrator to resume the test.

Resumed-Upload The student has been authorized to resume the test, and any responses
saved locally can be uploaded when the student is ready to continue
testing.

Completed The test has been submitted by the student through TestNav and the
data has been processed.

Marked Complete The student has exited TestNav and will not resume the same test, e.g left due to
illness.




Resuming a Student’s Test

A test administrator must resume an Exited student’s test in order for the student
to complete testing.

View By: @ Students in the Session

X( Clear All Filters

() Resume Test

[l = Student Name

LASTNAME, FIRSTNAME

Select the checkbox for the student on the Session Details screen.

Click the Resume Test button. The student’s status will change to “Resumed” (if
the student was in “Exited” status) or “Resumed-Upload” (if the student was in
“Active” status).

— The student’s test will be resumed from the point at which it was exited or interrupted.

Any saved test responses that the student entered will be uploaded when the
connection to the Pearson testing server is reestablished.

Have the student log in using their original student authorization.




View Test Progress

The Status column in the Session Details allows administrators to view test
progress.

When available, select the student’s View Progress link to review test progress.
Users with Organization and Technology Coordinator Roles only do not have
access to view progress.

¥ Status G perresn

Marked Complete Eﬁ' View Progress

Completed View Progress

I R S

Visited/No Response Required  Student has visited the item but no response is required.

Visited/Answered Student has visited the item and entered a response.

Visited/Not Answered Student has visited the item but has not entered a response.

Not Visited Student has not visited the item.




Mark Test Complete

If a student has exited a test and will not resume testing, the test can be
manually marked “complete.”

x{ Clear All Filters
@ Resume Test |

Bl ¥ Student Name

LASTNAME, FIRSTNAME

] LASTNAME, FIRSTNAME &3

Select the checkbox for the student on the Session Details screen.

Click the Mark Test Complete button. You will be prompted to enter the reason for
marking the test “complete.”

Click the Save button.
The student’s status will change to “Marked Complete.”




Stopping Test Sessions

You cannot stop a test session until all students in the session are in “Completed”
or “Marked Complete” status.

Home > Test Management > Manage Test Sessions = Session Details

Session Details

4 Return to Manage Test Sessions

Stop u Authorizations v | ﬁ Proctor Caching | "'; Session Roster

After all students have completed the test and submitted their responses, or been
marked “complete,” you should stop the session.

Click the Stop button.

NOTE: A session does not stop until you click the Stop button. The system will NOT
automatically start or stop a session. Once a session has been stopped, it can no
longer be modified.




Test Results — View Published Reports

Reports in Spring 2014 include data extracts that are available for viewing,

downloading, and printing.

Your Account | Administrative Management | Support | Logout
Organizations Student Data Test Setup Test Management Test Results

Current organization: TEST2 chsnge orgsnizsti

Home > Test Results = View Published Reports
vi.n.. Daslaliclaned Dasmasda

Current organization: TEST2 change orgsnization

. Home > Test Results > Published Reperts = Organization Reports

Organization Reports

§{View 4 Return to Published Reports

PARCC Field Test 2014 - EOY change

1 View Organization Reports
Organization: TEST2

¥ Report Name

- . .
p| Registration Summary Report

Date Published

Results: 1-1 of 1

11/11/2013 1:41 PM

Go to Test Results > View Published Reports to see a list of available reports.

If necessary, click the Change link and select the correct administration.

From the View by options set, select the correct organization type.

Click on the organization link in the available list.

Open the desired report(s); icons designate the report’s format.




Part Ill: Accessibility Features
and Accommodations

Accessibility Features and Accommodations with

Computer-Based Testing




Types of Accessibility Features and
Accommodations

Features for All
Students

s

Accessibility
Features*

Identified in advance

g

Accommodations**




2014 PARCC Field Test Accessibility
Features and Accommodations

Computer-Based Accessibility Features and Embedded Accommodations

During the PARCC field test administration, some accessibility features and accommodations will not be
available due to ongoing development and research that is required to ensure that all accessibility features
and accommodations provide a valid reflection of what students know and can do. In addition, some
specific accessibility features and accommodations may not be available on specific devices such as
Chromebooks, and Android and Linux devices.

The following slides will summarize which accessibility features and computer-based accommodations by
operating system that will be supported for the PARCC Field Test versus the 2014-2015 operational
assessment.

More detailed information about PARCC accessibility can be found in the PARCC Accessibility Features and
Accommodations Guidelines (http://www.parcconline.org/parcc-draft-accommodations-manual ).




Accessibility Features and
Accommodations: Tools

http://parcconline.org/field-test-technology - Full Technology Specifications document

Accessibility Features and Accommodations Enabled for Computer-Based Test Administration in PARCC
Field Test and Operational Administration
Windows Mac i0S Chrome 0S Android Linux

TOOLS - Available for All Students

Always Available

Eliminate Answer
Choice

Flag Items for Review
Magnification/
Enlargement Device
Notepad No

Available by Test Form Selection

Calculator - Scientific Yes
Calculator - Four
function with square Yes
root
Compass No
Graphic Organizer
tool

Pencil tool No

No

Protractor Yes

Ruler
Inches/Centimeters

Yes

Available by Item/Passage

Audio with Volume
Control

Highlight tool No
Pop-up Glossary
Spell Check
Video Playback

Yes

Writing Tools
(Cut/Copy/Paste)




Accessibility Features and
Accommodations for PARCC Field Test

http://parcconline.org/field-test-technology - Full Technology Specifications document

Accommodations and Accessibility Features

[Can be selected by local test administrator according to a student’s 504, IEP, or English Learner Plan (if
applicable) for Spring 2014 Field Test. Will be turned on/off by the test platform according to students’
personal needs profiles (PNP) for 2014-2015 operational assessment]

Windows i Chrome 0S Android

Spring | Fall Spring [ Fall | Spring | Fall
2014 | 2014 2014 | 2014 | 2014 | 2014
Answer Masking Yes Yes Yes No* Yes NA Yes Yes
ASL Video of Human
Interpreter

External Assistive
Technology**
Closed Captioning Yes Yes No Yes NA Yes Yes
Color Contrast
Settings
Descriptive Video Yes Yes Yes NA Yes Yes

No Yes Yes No Yes NA Yes Yes

Yes Yes Yes Yes Yes Yes Yes

Yes Yes Yes NA Yes Yes

General Masking Yes Yes Yes NA Yes Yes
Internal Assistive
Technology

Line Reader Yes Yes Yes Yes Yes NA Yes Yes
Refreshable Braille
displays (ELA only)
Reverse Color
Contrast

18D TBD TBD 18D T8D

18D No TBD No TBD NA TBD T8D

Yes Yes Yes Yes Yes NA Yes Yes

Text-to-Speech Yes Yes Yes Yes Yes NA Yes NA Yes

Word Prediction for

ELA No T8D No TBD No TBD No TBD NA TBD NA T8D

*As Chrome is a relatively new 0S, the range of Tools/Accommodations is being evaluated and will be updated no later than late
October 2013.

**External Assistive Technology does not require comparability with the online platform. PARCC is researching software and
hardware devices that will be compatible with the online platform for the first year of operational testing.

YES = Development Complete

TBD = Currently in Development
NA = Not Applicable
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Assigning Accommodated Test Forms




Read Aloud Administrations

A Read Aloud administration is an accommodation for eligible students.

A separate test session must be created for each test subject that will be Read
Aloud.

You may add multiple students to the session, as long as they are all receiving a
Read Aloud administration.

Students receiving a Read Aloud administration should be tested separately from
students who are not receiving this accommodation.

To create a Read Aloud administration testing session, select “Yes” in the Read
Aloud by Test Examiner drop down on the New Test Sessions screen.

NOTE: If the drop down is unavailable (grayed out) then the Read Aloud
accommodation is not valid for the test to be administered.




Other Accommodations

Assigning Alternate Forms Groups for Other Accommodations

A separate test session must be created for each test subject where an accommodation applies.

You may add multiple students to the session, as long as they are all receiving an the same
accommodation.

To assign an accommodated form, select the appropriate Form Group Type from the dropdown during
the “Create New Session” activity.

Home > Test Management > Manage Test Sessions > New Test Sessions
New Test Sessions

4 Return to Manage Test Sessions

Test Session Details

} - Required

» Session Name: [ » Proctor Caching Computer: | aster Server [+]

¥ School [ Seed Non-Public Schools (seed_nonPublicSchools) [~ (Fljinciceltach naleomptte sicelinedifcgtiel

} Test to be Administered: Grade 3 ELA/Literacy [+] » Scheduled Start Date: :

» Read Aloud by Test Examiner: [,
Y [No[+] Scheduled Start Time: [o1]=] (A =]
» Default Form Group Type: Select a Form Group Type Location/Room: ]

\View By: @ Groups (0) Students

0 Selected Groups Results: 0-0 of 0

o ¥ Group Name , Student Count

There are no groups to display. All students have already been placed in test sessions.




Resources & Additional Support

PARCC Support Center
888-493-9888
PARCC@support.pearson.com




